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A. Prapare Porm 238 and forward coples, 1, L,
5, 6 with the communieation.

Central Salr Sub-
Control | Control ! Combtrol

u, File copy #2 alphabetically by ssurce in
chronolegieal ordsr. This flle serves &z @
finding media for all recorded insoming
communications. Copy #2 is ruplaced by copy
#]). when action hag bsen cowpleted {paragrach
Hja :

C. File copy #3 by the date on which action iz
due to be completed. Upon explrsticn of Hiwe
allottad for asetion, contmct by telephors the
Subsidiary Mall Control to vhieh the comwunl-
catlion was referred snd establish new due date.

© Hithdraw copy #3 and £1le by control musbar
vhen action hos been completsd {peragraph H).
Optional Method - File eopy #3 by control
numbsr. Tab those combtrel slips which bear
a follow-up dete.

D. Coples L, 4, 5 end 6 are received with the
cozmunication at the Svbeidiary Meil Control
poink.

E. Dstach and file copy #4 in the zome wenwer o
copy #3.

F., When it iz vocessary to refer the communics-
tion to a pseond Bubsidiary Mall Contrel, nobte
the veferval on copies 1, 4, 5 snd 6. Detach
copy #5 and forward Yo the Cemtral Mall
Comtrol where it will be destroyed after the
inforwation aboul the transfer is trangscribed

to copy #3.

G. In ¢ase of a second referral, soples 1 and 6
are received with the comsunlcation. Dstach
;opy #6 and file in the sume wenpsr as COpy

3. _

H. Copy #1 is received with the correspondence
when all necessary action hms been token. Thw
corrvespondencs will be clasaiffed Ly subject,
T1led, and the reply dispateched. If correspon-
depce is rTetained for filing and dispetch of
th» reply by the Subsidisry Mail Control, copy
#1 1e received without attachmenic and bears
notations as to subjeet clapsification, mction
taken sud "Retainmed by o * In
both ingtances, copy #1 TeplEées €6p¥ #2 which
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not required, ecoples 5 and 6 are received with

ecopy #1 end are destroyed.
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